i ) Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Schedulmg Section / . rd

| I‘ ___FORAGENCYUSE |1, Agency Address [ FOR RECORDS MANAGEMENT USE

| Apotication Date . Georgia Ports Authom ty App!!catlun Number o'  _ T

i 10/30/85 Engineering & Construction D1v1s1on 80 360 A

E " Application Numbsr | Post Office Box 2406 , : Date Received " Date Completed

| Savannah GA 31402 - NOV 1 21985

S P e PR B > | JAN 30 1987

. 2. Parson to Contact : Worklng Tltle _ Telephone Number

? Wes Allen ‘ Director 912/964- 3914

APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES Anb ﬁ*,g;gn., B

_ - RECORDS MANAGEMENT DIVISION
INSTRUCT!ONS See Publucatlon No 76—“M— for mstructnons on ccmpletmg this form Forward signed original to

3. Actlon Requested

i ¢._XX Amend Application No. ___

13, Batas of Series 5. Hece‘rds Senes Tutle {followsad by title used in office; if different)
Eariiest Latest
1969 | To Date Construction Project Files
rﬁ ﬁ;;';lon andg G"Hme Func‘:on What |s theffahfctTorTof the Division and the Off:ce in which this record series is created?

~

8. J Estaousn Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation: po furthe accumulation anticipated.
I G0 ) Check One: 13 Change; & Supercede; O Void

The Director of Engineering & Construction is responsible for the implementation and
management of all construction projects of the G.P.A. He is responsible for the
monitoring and control of all budgets related to engineering and construction as approved
by the Executive Director. He establishes methods to ensure coordination of planning with
all elements of the Authority relative to construction. He is responsible for the
dredging, ensuring that appropriate depths are maintained. He is Contracting Officer

for the Authority.

7. Record Senes Description Thls file contains the foltowmg documents (mclude form numbers and t:tfes it any}

S POV e R o e —

Admlqichtsglmfleé of the file.

Documentsrelating to:  / copctpyction Projects.

Included are: Construction contracts, bids, specifications, pay estimates,
change orders, drawings, estimates, progress photos, engineer's
daily reports, correspondence soils reports, letter of 1ntent
notice to proceed performance and payment bonds, insurance
documents, copies of agreements of easements and right-of-ways.

File is arranged: By project title.

1 8' Monthly Referen—ee Ratﬂ o HQW Often are fecords fé_fe;red téWE|ch ar—e T ) ~ T T TT T =T

; One 1o six months oid ___4______ ..} Seven to twelve months old 44_ _____ ; Thirteen to twenty-four months oid _.._..4._.1 ;
twentv -five months and older L 7

AR—50—7%; Rev.76 {Over)

N~

Letter -size drawers — . ... ..; Legal-size drawers

cornni Ohelves . __;Other (specify) . . — .

‘Annual accumulation not app11cab]e.
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e _gF"L\ — — -_,/'Q‘{ L I A
YES | NO | 10, Ouestionnaire (Piac. A‘r ‘ in the proper column) o ' e e
X a. Is this the offrc:lai copy of the ser:es? 7 ‘
L 1____{___ Ifnot whereisit? - -
X b. Does the series oontam'conftdentral information requiring security handling? If yes, cite Iaw or regulathn
‘|_ﬁ..r,.__ = - .._'-L PO e e e . S ‘ — ‘ e
X t | _c. lsthisavitalrecord? - = , _ £ o ~
X _d. Does this series have historical or \ong term research value? o L
i X e. When one or two documents in the file make it necessary to keep the entire flle for along peruod could these
_ - . dacuments be scheduled separately? S - o ;e eannns e =
__ )._L, ] f _Is the mformatlon contained in this series ever published? If yeskanach convrﬁ_ O S
X g. Is the information contained in this series ever analyzed and/or recorded in a SUmmarlzed report? [
L 12 _ 1 Ifves attachcopy, = _ e ~ - - — l '
X h. Is there a duplication of this series in your office, or in another offrce or agency?
. 1| fves.where? _ __ —_— . O
L J___ _Is this series {or a mafor portion of it} requjariv microtﬁmed'r‘ - - - )]
|t X . Does the record series result in a comouter orintout? - U . . H_‘
11, Retentron Requireaments f The following requires the series to be kept
a. State Law e e YeATS, d. Audit period years.
b. Statute of limitation . .. .20____  .years. *e. Administrative need . .years.
_ & Federallaw . . e — == — -—xears. ——— — f, Federai ratention instructions '__':T;';_V,’,.'.L‘_;f__y”é'é?s._dk i

Attach copy or excerpt cu laws or regulations. Explain administrative need. ‘
(b) Actions upon bonds or other instruments under seal shall be brought within 20 years after

the right of action has accrued (0 C.G.A. 9-3-23).

. — 2 - B e ] e ekr————

12. Aporoved Dis Dnspositnon lns;ructnons “This agen'é:y recommends that te f:le series be cut off at the end of each:
O Calendar Year; I:] Fiscal vear; XX Other C_QDIQ] etion of Project __then,

S e S

X Transfer to local holding area, hoid - _year(s}; then

3 Transfer to State Records Center: hold " . ___year(s); then

O ODestroy,

O Transfer to State Archives for permanent retention. -

% Other (Specify) Transfer-te dea¢storage, hold 25 years. At end of total of 30 years,
reevaluate.

Spec1a1 Instructions:

& Holid in the current filesarea ___ . mo;ri(s) 1 yearls): then

3
'

1. Engineering & Construction Division will maintain all original documents except !
Pay Estimates. for 30 years, and will

1egal value prior t3 ystroyi_gg aw:L Hen reevaluate for continuing admlnlstratlve and L

2. Finance Division wfi] maintain ogPQ ‘ﬁ pay estimate documents and at such time a f
o final payment s niade, destroy as‘dupircates “will be retained by Engineering 1n - T
the project file. o i

3. in/hazard proof area i ite,period of time.
. o J ‘

p ctor of Enginferin ?nst val o D%rec%or oF Finance .

These mstructtons apply ¥ all prior and futueaccumul |onso the series. !
A I e | - I
Agency HeadlDe Jnee (Signature) L_r__D_q;em_‘___‘__Beoor agﬁment Offloer (Srgnature) , _ ___Date -
<P ,gﬁfiﬁéﬁ%’/ I/”i”54'f"'( w’%;dUk,éLgr | AF 25’1
, e A L _ -+ - S ‘ "
e ._‘-__,SJ.'_?"}W{‘?,“!E Committee {Signature) Date :

Recommendations in para-

/)5 fYZ!

graph 12 are approved. . State AudrtorlDesagnee o -

(If disapproved, attach letter T T £ ) e o |

of explanation.) Secretary of State/Designee %3 5 7 ? '
L 2 . atbbibell & e oY SLE A SR

. Attornev GeneraI/Desrgnee M
AR—50-71; Rev.76 '~ o (Hav Sigel o7

— N
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o ‘:’ % APPLICATION FOR RECORDS RETENTION SCHEDULE e O e Ry OF STATE
. e i o _ __RECORDS MANAGEMENT DIVISION »
l INSTRUCTIONS See Publication’ No 76—°M-1 for instructlons on completmg this form Forward slgndd orlglnal to ) l :

| Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attentlon Schedulmg Section, - ' . d

e e T o - T L T e UMTL W ST ey ey 5 1

{ ___FORAGENCYUSE | 1. Agency Address , : 'FOR RECORDS MANAGEMENT USE
" Apphieston Date ‘ Georgia Ports Authority Application Number .

Finané& Division -~
L-cg/—pgf/gp”*”* Ranii Post Office Box 2406 = - 360

a * application Numbsr Savannah. Georaia 31402 : Date Received "Date Completed
| 87 P o SEP 181980 | sEP 24 1980
e e —— - e e e e e b ] —_—
2. Persan to Contat't . Workmg Tltle Telephone Number
!, Wes Allen ... Diregtor __._ . . _.964-1721,.# 300 _
' 3. Action Requested *f h
| & & Estabnsh Retention Schedule;'record will continue to accumulate.
i b D Dispose of present accumulation; no further accumulation anticipated.
_©._— Amend Application No. . ~— - Check One: 0] Change; [ Supercede: O Void =~~~
t 4, Datas of Series 5. Reccrds Sena. Tntle (followed by title used in OfflCE If different}
Earliast Latest
. 1969 | To Date_ _ ConsTruchon _Project File , o S
6. Division and Gifice Function What is the function of the Division and the Office in which this record series is created?

The Director of Engineering, Planning and Maintenance is responsible for the implementation
and management of al{ construction projects of the G.P.A. He s responsible for the
monitoring and control of atl budgets related to engineering, planning, construction and
maintenance as approved by the Executive Director. He establishes methods to ensure
coordination of planning with all elements of the Authority. He is responsible for all
maintenance as required for G.P.A. owned and/or operated real estate, buildings, grounds,
utitities, equipment and docking facllities. He is also responsible for the dredging, -
ensuring that appropriate depths are maintained and also, perform soundings at the

docking facilities, maintaining records of the soundings. He ts Contracting Officer for
the Authority. ‘

7 Record Serles Desmptlon Thrs flle contams the followmg documents (mclude form numbers and tltles If any)

Attach samples of the file.
Documents relating to: - - - - Construction Projects S
- S i S A R ST A
tncluded are: I Dupllcafes of G O bonds (when appllcable), consTruc+|on con+rac+s

: bids, spec1f|caT|ons pay esT]maTes, change orders,-drawings,
- - : estimates; progress photos, engineer's daily reports, correspondence,
soils reports, letter of intent,. ‘notice-to proceed, . performance &
:=payment bonds,. insurance documen+s, coples of agreemenfs of
easemenfs and rlghT—of-ways.

File is arranged: By project title.

“8. Monthly Reference Rate  How often are records referred to which are: T
One to six months old . Seven to twelve months old 4 .. Thirteen to twenty-four months old 1 .
twenty-five months and older____ 1. 2

9. Annual Rate of Accumulation of Rerords T T o
Letter-size drawers wq,uwmndmmn__"w_ﬂAMWu _“_q”mm”@xmq P

Total of 2 legal drawers since 1945 annual accumulation not applicable.
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YES | NO {10, Questlonnanre (Plat'-‘e an "X" in the proper column)

. s this the offncual copy of the series?

X ; lfnonggneggjrx,_a&qg_ﬁ_,__ﬂﬁﬁ,vum____ . . ey N

% b. Does the series contain conf:dential mformat:on requiring security handling? If yes cite law or regulatlon

% | 1 e Isthisavitel record? R s T
b x L __|_d. Does this series have | hlstoncal or long_erm research v value? .

e. When one or two documents in the file make it necessarv to keep the entnre fnle for a long penod could these

12, ADD!QVBd.bISpOSItIOH lnstructlons -1 This agency recommends that the file senes ‘be cut ott at the end of each: . - -

docuiments be scheduled separately? R D - e
S ) G & Q f§ ‘lnform&t contained in this series eveJubllshed? If _Yes. attach mnh_.__.

he mformattoh contamed in this series ever analyzed and/or recorded in a summanzed report?

e, Federdl iaw T T T years., T T 771, Federal reténtion instructions’ ___ - ____ .. ._vyears,
+ .

Attach copy or excerpt of laws or regulations. Explain ddministrative need. | R TR

! e e ! Lo - C e . PUR- T ,__‘ RLIPTE
_— 1 ! 1 "—-'-—'—‘""“i-,—,".‘.t'.'.l‘-ri—ﬂuw

SR, R R 0 U SV [ S S e —

7,_;;::1

S O Calendar Year; O Fiscal Year, Kl Other Completion of project . ihen,

X Hold in the currentfilesarea .. - month{s) __ . 1 . “yea?(s) then o A ’ T B SR
(X Transfer to local holding area, hold .. .4 - year(s) then SR EE I LSS S S
3 Transfer to State Records Center; hold . .. . . .year(s);then -~ -~ = -~ [ S R o

O Destroy, , N

O Transfer to State Archives for permanent retention,

X Other (Specify) Transfer to dead s‘rorage hold 25 years. At end of total of 30 years,
. - reevaluate.

Special Instructions:

1. Upon implementation of a project, all original documents are forwarded from the EPM
Divislon to the Finance Division for safekeeping, periodic audit of payments and
available funds. EPM Division to maintaln coples of all documents forwarded.

2. “Upon closing of a prOJec+ qujg:nals to be retalned” by Finance Division until o
notification ¥rom the EPM Division for ‘cohsoiTdatTon of the fwo flie series. ;

3. EPM Divislonh metrges all orlglnal d00umen+s with Thelr recOrds of the projects;’
dup1|ca+es to be destroyed at that time.” = o

4. Recprd series to't ined hazard proo? area for f|n|+e od of +|me.

f val o r?c or O
These instructions applyAo all prior and futu

accumuiations of the series. ‘

3
+

Age n“c;HI:i: g/De ':_ne;_“ 15 m“mwi_-:[__d__' Date _ LReoords Management Offloer (S:gnarwe) B o | " Date B
22 __{ 2 e (ool Mwb&t/ o JZ;Z_W

: A Stata Records Commlttee (Signature) Date i

Recommendations in para- — T Ty T T

graph 12 are approved. State Audltor/DeSignee ) %L,%O
fIf disapproved, attach letter

of explanation.) ) _f-z_g: 3“2

Attornev General/Des;gngze 1 f W g v

AR=80-71; Aev. 78

3 X L _fves,attachcoov., L e il e ,J :
h Is there a duglication of this series in your office, or in another office or agency?
o X V. Mfves where? . e mn . e e ]
L Lx 1 _Is this series for a maior porpon pfﬂJ regujarly mncmﬁlrned" e - e
_ | x [ - Does the_record series result in a computer printout? e R,
11, Retentaon Requiremants T The following requires the series to be, kept
a. State Law —ee____Y@ars. d. Audit period BN years.
b, Statute of {imitation . ___. ... ... .. _years. " e, Administrative need — e . Y €QFS,
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